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Guidance for Completing National Security Personnel System Position Description              
DD Form 2918, July 2006 

 
*   Blocks have a finite number of text lines.  Where additional text lines are required, National Security Personnel 
System (NSPS) Position Description Continuation Sheet may be used 

Block # Guidance 
#1 – Position 
Number 

Self explanatory.   
#2 – Position Title DoD NSPS Prescribed Title (NSPS SC1920.AP4) 
#3 – Occupational 
Code 

DoD NSPS Prescribed Code (NSPS SC1920.AP4) 
#4 – Organizational 
Title 

Informal title of position.  NSPS PDs may have an organizational title 
assigned locally  

#5 – Career Group DoD NSPS Prescribed Title (NSPS SC1920.AP1) 
#6 – Pay Schedule DoD NSPS Prescribed Code (NSPS SC1920.AP2) 
#7 – Pay Band DoD NSPS Prescribed Code (NSPS SC1920.AP5) 
#8 – Target Pay 
Band 

Self explanatory. 
#9 – OPM 
Functional Code 

If applicable, assign Functional Designation for Engineers and Scientists 
(NSPS SC1920, AP 5, Part V) 

#10 – Drug Test Self explanatory.  
#11 – BUS Code Self explanatory.  If 8888 is assigned , PD must include rationale.   
#12 – FLSA Self explanatory.  If exempt is assigned, citation of 5 CFR 551 exemption 

criteria must be included.  (NSPS SC1920.9)
#13 – Supervisory 
Status 

Assign appropriate supervisory status code 
#14 – 
Key/Emergency 
Essential 

Indicate if position is Key or Emergency Essential   
(DoD Directive 1404.10,  April 10, 1992 )  

#15 – Mobilization 
Indicator 

Self explanatory.   
#16 – 
Environmental/ 
Hazard Differential 

Self explanatory.  (NSPS SC1930.AP5)  

#17 – Certification 
Required 

Select one.  If “YES” identify the certification required. (e.g., DAWIA level) 
#18 – Positive 
Education 
Requirements 

Select one.  If “YES” identify the educational requirement.  (e.g., Bachelor’s 
Degree) 

#19 – Language 
Required 

Check one.  If “YES” complete Block #20.   
 

#20 – Language 
Identifier 

Indicate language identifier code and clear text (e.g., FRA =  French)  
 

#21 – Financial 
Statement Required 

Select one. 
#22 – Position 
Sensitivity 

Self explanatory. 
#23 – Pay Pool 
Indicator 

Self explanatory.   
#24 – 
Lautenberg/Smith 
Amendment 

Select one.   
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(Continued) 
 
#25 – Duties   * The PD information must be sufficient to classify the position, e.g., career 

group, pay schedule, pay band, occupation code, title, supervisory status, 
FLSA status, qualifications.  (NSPS SC1920.4.8)  Additional information may 
be added to NSPS Continuation Sheet. 

#26 – Position’s 
Organization 

The organizational location of the position.  (e.g., component, installation, 
department, division, branch, section) 

#27 – Position 
Occupied 

Enter either: 
“1 = Competitive Service” 
“2 = Excepted Service” 
See 5, §212.101, for information on the competitive service; 5 CFR, 
§213.101, for the excepted service.   

#28a – Duty Station Self explanatory. 
#28b – Geographic 
Location Code 

Self explanatory.   
#29 – Core      * 
Competencies 

KSAs and behaviors identified as important to the position and used for career 
and personal development.  Additional information may be added to NSPS 
Continuation Sheet. 

#30 – Component 
Information 

Component specified 
#31 – PPP Option 
Code 

Indicate applicable three digit code and clear text  
#32 – Skills     * 
Information 

KSAs developed from job analysis which the employee needs to execute the 
duties of the position.  Also includes credentials, licenses, etc.  Additional 
information may be added to NSPS Continuation Sheet. 

#33 – Conditions * 
of Appointment 

Unique or special requirements of the position, such as security clearance, 
travel requirements, driver’s license.  Additional information may be added to 
NSPS Continuation Sheet. 

#34 Other 
requirements 

Self explanatory. 
#35 – Authorized 
Management 
Official  

See NSPS SC1920.4.7 

#35a – Signature Self explanatory. 
#35b – Title Self explanatory. 
#35c - Date Self explanatory. 
#36 – Classification 
Approved by  

See NSPS SC1920.4.7 
#36a – Signature Self explanatory. 
#36b – Title Self explanatory. 
#36c - Date Self explanatory. 
 
 


	NSPS Position Description
	NSPS Continuation Sheet
	Guidance for Completing DD FORM 2918

	PositionNumber: 
	DODReserved1: 
	DrugTest: Yes
	PositionTitle: Health Technician (Industrial Hygiene)
	OccupationalCode: 0640
	OrganizationalTitle: 
	CareerGroup: Medical
	Pay Schedule: YI
	PayBand: 02
	TargetPayBand: 02
	OPMFunctionalCode: NA
	FairLaborStandardsAct: Off
	CertificationRequired: 6
	PositiveEducationRequirements: 6
	LanguageRequired: Yes
	FinancialStatementsRequired: 6
	LautenbergSmithAmendment: 6
	NationalGuardBureau: Off
	BusCode: 
	FairLaborStandardsActOther: 
	SupervisoryStatus: 
	KeyEmergencyEssential: 
	MobilizationIndicator: 
	EnvironmentalHazardDifferential: 
	CertificationRequiredOther: 
	PositiveEducationRequirementsOther: 
	LanguageIdentifier: 
	PositionSensitivity: 
	PayPoolIdentifier: 
	Duties: Serves as a full performance level position as industrial hygiene technician, performing duties at work sites located throughout a medical region or at a large, complex facility.  With general instructions and direction from the supervisor and/or industrial hygienists, performs generally defined duties in various specialized areas of workplace exposure monitoring for the purpose of assisting industrial hygienists in assessing employee exposures.   Working independently, through surveys, inspections, data collection and observing industrial activities, performs the following duties:
-Researches standards, codes, and procedures relating to particular industrial processes involving hazards (e.g., electroplating, foundry, hazardous materials, machining and processing operations) prior to monitoring activities.
-Calibrates industrial hygiene test equipment and performs a wide range of routine calculations required in sampling and system testing.
-Collects air samples using standardized monitoring methods.  Independently performs grab sampling as necessary.  Prepares reports of findings.
-Performs air flow test of local exhaust and general ventilation systems and records results according to designated procedures.  Selects appropriate test points if not already installed in systems.
-Monitors ambient noise levels in occupied work areas and determines noise contours near potentially hazardous noises sources.  Establishes noise perimeters around areas and operations.  Measures personnel exposure to industrial noise.
-Performs laboratory analytical work under supervision of industrial hygienists or chemists.
(continued on page 3)
	PositionsOrganization: 
	PositionOccupied: 
	DutyStation: 
	GeographicalLocationCode: 
	CoreCompetencies: Uses appropriate information technology.
Independently assess and understand customer needs and displays independent judgement and decision-making.
Independently communicate with diverse groups of employees such as but not limited to industrial hygienists, occupational physicians or nurses, as well as workplace supervisors or employees.
Willing to perform repetitive, routine tasks 
Working effectively as a member of a team, and/or Team Lead for a group of entry or developmental level industrial hygiene technicians.
	StandardOccupationCode: 0640
	AFSpecCodeMilOccupationalSpec: 
	Role: 
	Specialty: Industrial Hygiene Technician
	ScopeAndImpact: 
	OrganizationalEnvironment: Medical Facility or Clinic
	CareerFieldCommunity: Medical
	ReservedForComponentUse: 
	PPPOptionCode: 
	SkillsInformation: -Substantive industrial hygiene-related knowledge   
-Ability to assess and understand customer needs
-Knowledge of federal, state, DoD and DoN laws and regulations governing industrial hygiene practices, especially as it relates to the working environment and office to which assigned
-Understanding of what constitutes a good industrial hygiene program and how it applies in the work place
-Thorough knowledge and skill to conduct surveys, inspections and data collection
-Thorough knowledge of DoD and DoN testing regulations and sampling procedures 
-Thorough ability to test, calibrate and perform simple repair and maintenance of equipment 
-Thorough knowledge of proper medical/legal documentation procedures and record-keeping to validate sampling data.
-Proficiency with personal computers, MS Office Suite software products (e.g., Word, Excel, and/or Access) and windows computer operating system/applications.  

	ConditionsOfAppointment: -High school diploma or equivalent is required.
-Previous industrial hygiene technician or relevant work experience is required 
-Relevant work experience includes any type of work that demonstrates the applicant's ability to perform the work of the position and provides a familiarity with the subject matter or processes of the broad subject area of the occupational health and industrial hygiene.  Examples of relevant work experience include safety specialists, environmental health technicians or preventive medicine technicians. 
-Preferred:  Incumbent must have successfully completed the Navy and Marine Corps Public Health Center's "Industrial Hygiene-Techniques/Exposure Monitor Course" or the Army's "Basic Industrial Hygiene Techniques Course (6H-F11)", or equivalent coursework/background/experience to demonstrate specific familiarity with Industrial Hygiene sampling methods and techniques.
-Must meet the medical and functional requirements of the job.
	DODReserved2: 
	DODReserved3: 
	DODReserved4: 
	ComponentUse: 
	35Title: 
	36Title: Department of Navy Principal Classifier
	35Date: 
	36Date: 2009/11/19
	AirArmyReserveTechnician: Off
	Continuation: Duties (Block 25 continued):

-Conducts or participates in pre-inspection conference with management and employee representatives to explain the nature and scope of the sampling survey.
-Performs independent occupational safety and health inspections of low to moderate hazard areas/operations/workplaces under general direction of the supervisor or industrial hygienists.  Prepares required reports containing findings and recommendations.
-Assists in performing ionizing and non-ionizing radiation surveys under the direction of an industrial hygienist, Radiation Safety Officer (RSO), or Laser Systems Safety Officer (LSSO).  Evaluates or assists with evaluating the hazards and prepares report of findings and formulates recommended corrective actions.
-Advises supervisors and workers of appropriate safety and health measures to control or eliminate hazardous operating processes or environmental conditions.
-Selects appropriate personal protective equipment for use during workplace monitoring duties.
-As part of a team, conducts educational and training seminars that inform employees and employers regarding industrial hygiene and occupational health related topics.
-Participates in on-the-job training and other developmental activities designed to enhance the incumbent’s workplace monitoring knowledge and skills.
-Provides on-the-job technical training and other developmental activities to entry and developmental level industrial hygiene technicians.

Conditions of Appointment ( Block 33 continued) 

-May be required to perform regular schedule of emergency department call, work weekends, shifts, holidays, watch duties, extended work hours based on customer workload or unplanned emergencies.
-Position may be designated as essential during inclement weather conditions or other emergency conditions.
-Industrial hygiene sampling surveys are frequent and require the employee to carry moderately heavy equipment.  Sampling surveys also involve a good deal of standing, walking, bending and occasional climbing
-The employee is exposed to a wide range of hazardous and unpleasant conditions during sampling surveys, including toxic materials, high noise levels, and temperature extremes.  Use of protective equipment (e.g., safety shoes, safety glasses, hard hats, etc) and clothing is required.
-Use of a variety of respiratory protection is required.
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